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-     165    YEARS   AGO  - 

At  a  meeting  of  the  Governors  of  the  New  York  Hospital  held  at  Brocks  Tavern  on  Wednesday  the 
13th  of  November  1771. 

The  Committee  who  were  appointed  to  prepare  a  letter  to  the  Merchants  in  Great  Britain  &  Ireland 
in  behalf  of  the  Hospital,  laid  a  draft  of  the  same  before  the  Board  which  was  read  in  the  Words  follow- 
ing. 

"Sir 

The  situation  of  this  City  in  the  Center  of  the  Colonys  has  drawn  a  great  number  of  poor  people  to  it 
from  Britain  &  Ireland  as  well  as  from  other  parts  of  Europe. 

Although  many  are  supported  in  the  Poor  House  at  a  heavy  expence  to  this  City,  the  Indigent  Sick 
are  still  destitute  of  sufficient  relief.  A  Benevolent  plan  has  been  proposed  to  mitigate  the  distress  of 
sickness  and  poverty,  and  a  Royal  Charter  has  formed  a  Corporation  for  erecting  a  publick  Hospital  in  this 
City  for  the  reception  of  poor  sick  people  of  every  Country  and  Denomination,  a  copy  of  which  we  trans- 
mit you  with  this. 

The  Inhabitants  of  this  City  have  made  a  very  generous  Subscription  for  this  Charity  which  the 
above  expectation  is  not  adequate  to  the  expence  which  must  necessarily  arise  in  the  execution  of  our  Char- 
itable plan. 

The  Governors  of  the  intended  Hospital  find  themselves  under  a  necessity  of  applying  to  their  Friends 
in  Great  Britain  &  Ireland  and  beg  leave  to  request  that  You  may  extend  your  beneficence  to  this  neces- 
sary tho  distant  Charity,  and  use  Your  influence  with  Your  friends  to  the  same  good  purpose  which  We 
doubt  not  will  enable  us  to  carry  the  plan  for  the  relief  of  the  distressed  into  execution. 

Mr.  Peter  Van  Brugh  Livingston  is  our  present  Treasurer,  and  such  as  are  willing  to  promote  this 
Charitable  Institution,  are  desired  to  transmit  their  Benefactions  to  him;  And  as  some  may  incline  to  give 
by  way  of  Legacy,  it  may  perhaps  be  of  use  to  inform  them,  that  an  immediate  Devise  to  the  Corporation 
by  their  Corporate  Name,  will  have  its  effect,  there  being  no  Law  in  this  Colony  in  the  nature  of  the  Stat- 
utes of  Mortmain  to  defeat  their  benevolent  Intentions. 

We  are  with  esteem 

13th  Nov.  1771.  John  Watts,  President 

New  York  the  Andrew  Elliot,  V.  President 


CORNELL  UNIVERSITY 

MEDICAL  RESEARCH  SOCIETY 

The  third  meeting  of  the  Society  for  the 
year  1936-37  will  be  held  in  the  Auditorium 
of  the  Medical  College,  1300  York  Avenue, 
on  Monday  evening,  December  14,  at  8:15 
p.  m. 

PROGRAM: 
I.  The  Relation  of  Function  to  Vasculari- 
ty in  the  Nervous  System.  Drs.  H.  S.  Dun- 
ning and  H.  G.  Wolff. 


II.  Nitrogen  Balance  in  Premature  Infants 
— Comparative  Studies  of  Human  and  Cow's 
Milk.  Drs.  H.  H.  Gordon,  M.  A.  Wheadey 
and  Miss  E.  Marples. 

III.  Carbohydrate  Metabolism  in  the  De- 
pancreatized  Dog.  Dr.  S.  B.  Barker. 

N.B.  It  is  requested  that,  if  possible,  dis- 
cussions be  limited  to  three  minutes. 

Dr.  J.  M.  Neill  Chairman 

Herbert  F.  Traut  Secretary 


CORNELL  MEDICAL  STUDENTS'  CLUB 
LECTURE 

Continuing  the  precedent  established 
last  year,  the  Cornell  Medical  Students' 
Club  will  present  in  the  first  of  a  series 
of  Thursday  afternoon  Lectures  Dr.  Ed- 
ward Keyes,  who  will  speak  on  '  'Medical 
Ethics'',  December  17,  1936,  at  4  P.  M. 
in  the  Cornell  Med.  College  Auditorium. 


HE  BULLETIN 


MAIL  SERVICE 

The  problem  ot  properly  conducting  all 
phases  ot  the  mail  service  ot  the  Hospital 
is  comparable,  in  relation  to  the  volume  of 
material  handled,  to  the  carrying  out  of 
such  activities  tor  a  town  of  three  thousand 
inhabitants.  Simpler  it  is  to  collect  and  de- 
liver mail  for  three  thousand  persons  con- 
centrated in  one  large  unit  than  for  a  sim- 
ilar number  in  a  sprawling  country  town, 
but  beyond  this  diticrence,  the  basic  prob- 
lems remain  the  same. 

The  task  of  caring  for  the  incoming  and 
outgoing  corresj-wndcnce  of  John  Doe  mul- 
tiplied by  three  thousand  seems,  at  first, 
simple  and  mildly  interesting.  With  inquiry, 
interest  increases  and  the  idea  of  simplicity 
vanishes  rapidly. 

Few  in  the  Hospital  see  or  come  into  di- 
rect contact  with  the  Mail  Service.  It  is  as  in- 
conspicuous and  anonymous  as  the  telephone 
service,  and  as  vital.  Its  c]uarters  are  in  the 
basement,  the  room  number  being  F-09.  Of- 
ficially it  is  designated  as  the  Mail  Service, 
for  were  the  term  Post  Office  applied  to  it, 
the  Hospital  could  be  subject  to  action  by  the 
Federal  authorities  under  a  statute  which 
jealously  guards  the  latter  tide  from  use  by 
any  but  a  Federal  agency. 

The  handling  of  outgoing  Hospital  mail, 
up  to  the  time  of  its  delivery  to  a  Federal 
Post  Office  is  a  Hospital  function  and  the 
personnel  so  engaged  are  Hospital  personnel. 
And  as  soon  as  incoming  mail  is  received 
from  a  Federal  agency,  the  final  distribution 
is  again  a  Hospital  matter. 

The  question  of  establishing  a  Federal 
Post  Office  in  the  Hospital  was  discussed  not 
long  ago.  A  careful  survey  was  made  by 
Federal  inspectors,  who  recommended  that 
the  Hospital  continue  its  own  service,  as  the 
Federal  service,  in  their  opinion,  could  olTer 
no  improvements  or  advantages. 

An  analysis  of  the  work  performed  is  il- 
luminating. The  average  day  brings  to  the 
Hospital  over  five  thousand  incoming  letters, 
which  are  accompanied  by  about  four  sacks 
of  miscellaneous  mail,  such  as  magazines, 
newspapers,  parcel-post  and  so  on.  In  addi- 
tion to  this  volume,  some  dozen  registered, 
insured  and  special  delivery  letters  requiring 
special  handling  make  their  appearance. 

The  first  influx  of  mail  from  the  outside 
world  begins  at  a  quarter  to  eight  in  the  morn- 
ing, when  a  Federal  truck  delivers  its  consign- 
ment of  letters,  papers  and  magazines.  At 
ten  comes  the  daily  flood  of  parcel-post,  fol- 
lowed in  an  hour  by  a  second  delivery  of 
letters,  together  with  insured  and  registereil 
pieces.  Then  follows  a  lull  until  the  second 
parcel-post  delivery  at  three  in  the  afternoon 
and  a  final  flood  of  first  class  mail  at  half- 
past  three.  Special  delivery  letters  pour  in  at 
all  times.  Should  they  be  delivered  while  the 
Mail  Service  is  closed,  (that  is,  between  six 
at  night  and  eight  in  the  morning)  they 
are  sent  to  the  Infoimation  Service  in  the 
Main  Loliby. 


This  mass  of  material,  destined  for  stafT, 
personnel  and  patients,  is  then  sorted  and 
distributctl  throughout  the  institution,  de- 
livery being  made  thrice  daily  to  the  College, 
the  Main  Hospital  and  the  Payne  Whitney 
Psychiatric  Clinic  and  twice  daily  to  the 
Nurses  Residence  and  the  Power  House. 

It  is  obvious  that  to  handle  accurately  such 
a  distribution,  a  meticulously  accurate  and 
full  index  of  personnel  and  patients  must  be 
kept.  The  Patients"  File  alone  contains  from 
seven  hundred  and  fifty  to  eight  hundred 
names  and  recjuires  an  average  of  more  than 
one  hundred  changes  each  day  to  allow  for 
about  fifty  new  admissions  and  a  similar 
number  of  discharges  daily,  as  well  as  some 
ten  transfers  from  one  clinical  department  to 
another. 

Once  a  patient  is  discharged,  the  name  re- 
mains in  a  special  file  for  a  period  of  six 
months.  The  Personnel  File  has  between 
thirty-five  hundred  and  four  thousand  names, 
about  half  of  which  are  active  the  year  round. 
Both  these  files  require  constant  attention 
as  patients  enter  and  are  discharged  and  as 
new  stafi  members  are  appointed  and  com- 
plete their  terms. 

As  all  these  individuals  receive  mail,  it  is 
axiomatic  that  they  all  send  it,  officially  and 
unofficially.  It  is  impossible  to  estimate  the 
latter  class,  but  it  is  undoubtedly  large.  Of 
the  official  type,  an  accurate  figure  may  be 
obtained  as  special  metering  machines  are 
used.  The  average  day  sees  about  six  hundred 
pieces  of  mail  go  through  the  machines, 
which  seal,  stamp  and  record  each  piece. 
Twice  daily  a  United  States  postman  calls 
for  the  current  accumulation,  and  twice  daily 
a  Hospital  messenger  takes  a  consignment 
to  Station  Y  at  221  East  Seventieth  Street. 

It  should  be  added  that,  in  addition  to  the 
mail  brought  by  messenger  to  F-09  from  all 
parts  of  the  Hospital,  an  average  of  about 
one  hundred  tube-system  "carriers"  play  their 
part  each  day  in  this  necessary  function. 

The  Mail  Service,  apart  from  this  regular 
program,  also,  as  a  matter  of  courtesy,  obtains 
money  orders  and  attends  to  the  registering 
and  insuring  of  mail  for  patients  and  person- 
nel alike. 

It  further  takes  under  its  wing  the  bulk 
mailings  of  the  various  Alumni  Associations 
of  the  Hospital,  whose  problem  of  keeping  in 
touch  with  their  large  memberships  would  be 
tremendous  without  this  service. 

The  machines  which  stamp,  seal  and  meter 
the  mail  are  worthy  of  note.  Not  long  ago 
one  single  denominator  electrically  driven 
machine  and  one  hand  operated  machine 
were  replaced  by  more  modern  types.  The 
electric  machine  from  August  30,  19^2  to 
February  19,  1936  had  metered  nearly  $6,300 
worth  of  two  and  three  cent  mail,  while  the 
hand  machine,  from  July  10,  1933  to  Febru- 
ary 19,  1936  had  registered  over  $5,700.  Half- 
cent  mail  is  not  included  in  these  figures, 
as  the  old  machines  did  not  register  that  de- 
nomination. 


Their  place  is  now  taken  by  one  Pitney 
Bowes  Multiple  denominator  electrically 
operated  machine  which  prints  the  appropri- 
ate stamps,  post  marks  and  seals  letters  at 
the  rate  of  one  hundred  and  twenty-five  per 
minute.  To  date  this  machine  has  metered 
over  $3,400  worth  of  mail. 

It  will  be  interesting  to  note  the  final  total 
when  the  machine  has  run  its  span  of  use- 
fulness. 

THE  PAYNE  WHITNEY  PSCHIATRY  CLINIC 

The  Payne  Whitney  Psychiatric  Clinic  has 
recently  obtained  from  abroad  a  valuable 
collection  of  rare  books  dealing  either  wholly 
or  in  part  with  psychiatry.  The  Clinic  has 
kindly  furnished  the  following  list  of  the 
more  important  acquisitions,  together  with 
pertinent  comments  on  the  nature  of  the  in- 
dividual works. 

The  Boo/{s  Before  1800 

Sixteenth  century  editions  of  Celsus  and 
Alexander  of  Tralles  both  of  whom  have 
exerted  great  influence  on  medical  thinking 
from  Roman  times  to  the  sixteenth  century. 

The  Geneva  edition  of  Paracelsus,  1658. 
(Of  importance  to  Psychiatry  is  the  seventh 
book,  p.  564  to  p.  582.) 

Van  Helmont's  complete  edition,  Ortus 
Medicinae,  1652.  (There  are  discussions  in 
several  places  in  his  collected  works  on  men- 
tal disorders.) 

H.  Boerhaave's  Aphorism,  1755.  (This 
author  of?ers  a  brief  discussion  of  melancholia 
and  mania  and  their  treatment  in  this  book.) 

William  Cullen's  Nosological  Methods, 
1772.  (His  classification  of  mental  disorders 
has  influenced  psychiatric  thinking  consid- 
erably.) 

All  these  authors  are  in  Latin.  As  only 
small  parts  of  these  volumes  pertain  to  psy- 
chiatry, it  is  hoped  that  an  opportunity  will 
present  itself  to  make  a  translation  of  the 
pertinent  parts. 

English  Boo/{s  of  historical  value  (about 
forty  volumes)  outstanding  among  which 
are: 

Cheyness'  English  Malady,  1733. 

Robertson's  Hypochondriasis,  1783. 

Pargeter's  Observations  on  Maniacal  Dis- 
orders, 1792. 

Haslam's  Madness  and  Melancholy,  1809. 

S.  Tuke's  Description  of  the  Retreat,  181 3. 

Mayo's  Remarks  on  Insanity,  1817. 

Textbook  of:  Arnold,  1806;  Spurtzheim, 
1815;  Willis,  1823;  Burrows,  1828;  Prichard, 
1835;  Ellis,  1838  and  Conolly,  1856. 

Many  of  these  books  and  others  which  are 
not  mentioned  pertain  especially  to  treatment 
and  there  are  also  included  monographic 
presentations  of  the  non-restraint  movement 
and  organization  of  hospitals. 

French  Group  (about  thirty  volumes).  Of 
especial  interest  are: 

Pinel's  first  edition  of  his  Traite  Medico- 
Philisophique  sur  r.Mienation  Mentale,  on 
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I, a  Mania,  1792,  and  the  last  edition  of  his 
Nosoi()j];if  (tlirce  volumes),  1H18.  Portal's 
Treatment  of  i'.pilepsy,  1S26. 

M.   Tissot's    L'Onanisme,    lyfx).  Tissoi's 
I)e  rinlluence  cles  Passions  de  I'Ame. 

Textbooks  of:  (ieorget  i«2o;  Hayle,  1826; 

Ciiislain,  1826;  Voisin,  1826;  Hroiissais,  1828; 
lA-uret,  1834;  CJalmeil,  1845;  Dagonet,  1862; 
and  Falret,  1864. 

CeiiUiin  Hoo/{s  (about  lorty). 

Many  special  monographs  dealing  with 
treatment  were  obtained.  Among  them,  ol 
special  im()ortance  are:  Henning,  1812; 
Sandtmann,  1817;  Jacobi,  1822;  and  (Jross, 
1828. 

Karly  textbooks  are:  Burdach,  1806;  HofT- 
baiier,  1807;  Neumann,  1818;  Friedreich, 
1850;  Amelung,  1832;  Autenrieth,  1836; 
niumroder,  1836;  Maass,  1847;  Kieser,  1855; 
and  Griesingcr,  1868. 

Of  special  importance  is  the  Zeitschrilt 
fur  psychische  Arzte  (edited  by  Nasse, 
1816-1822),  of  which  we  have  all  the  seven 
volumes.  It  is  the  first  journal  in  psychiatry 
devoted  to  treatment. 

The  complete  edition  (in  (Jerman)  of 
Freud's  collected  works  (12  volumes)  and 
a  complete  set  of  the  Jahrbuch  for  Psycho- 
analysis (1909  to  1914).  A  complete  set  of  the 
Swiss  Archives  of  Neurology  and  Psychiatry. 

DEPARTMENT  OF  ENGINEERING 

The  Department  of  Engineering  and 
Maintenance  wishes  at  this  time  to  bring 
to  the  attention  of  all  department  heads 
and  employees  the  importance  of  seeing 
that  all  windows  are  closed  and  radiators 
turned  on  now  that  the  winter  months 
have  arrived. 

Nearly  all  the  radiators  throughout  the 
Hospital  buildings  are  of  the  hot  water 
type,  by  this  is  meant  that  hot  water  is 
the  circulating  medium  used  for  heating. 
Any  radiator  with  the  valves  shut,  or 
even  one  valve  shut,  beside  an  open  win- 
dow will  freeze  and  burst  when  the  tem- 
perature goes  below  the  freezing  point  or 
32  degrees  Fahrenheit.  It  is  a  peculiar  fact 
that  a  hot  water  line  will  freeze  and  burst 
when  the  circulation  is  stopped  much 
quicker  than  a  cold  water  line,  due  to  the 
absence  of  entrained  air  in  the  water. 
The  cost  of  repairing  a  burst  radiator 
varies  from  $25.00  to  $75.00  for  the  ra- 
diator alone  and  does  not  take  into  ac- 
count the  damage  done  to  walls,  ceilings, 
paint,  electric  wiring  etc.,  delicate  ma- 
chinery or  valuable  papers  or  possibly  the 
person.  One  burst  radiator  may  mean  an 
expense  of  several  hundred  dollars  and 
this  expense  is  always  charged  against  the 
department  responsible. 

Last  winter  the  damage  due  to  freez- 
ing was  the  least  since  the  Hospital  was 
opened  due  to  the  co-operation  of  the  va- 
rious departments.  The  Engineering  De- 


partment extends  its  thanks  to  the  several 
departments  and  hoj)es  that  this  winter 
all  freeze-ups  will  be  eliiiiiiiatcd. 


NEW  YORK  HOSPITAL  ALUMNI 

The  semi-annual  diimer  ol  ihe  New  York 
I  lospital  Almnni  Association  will  be  held  on 
Wednesday,  December  ninth,  at  liu-  I  ioiil 
Roosevelt. 

Dr.  Rufus  E.  Stetson  will  give  a  briel  talk 
on  the  life  of  Dr.  Frank  Oastler  who  died  last 
August.  Dr.  Oastler  was  an  honored  guest 
at  many  of  the  meetings  oi  the  Association. 
His  descriptions  and  camera  studies  of  wild 
life  in  the  Rocky  Mountains  and  Alaska  pro- 
vided hours  of  thrilling  entertainment  that 
will  long  be  remembered. 

The  principal  speaker  of  the  evening  will 
be  Mr.  James  G.  ("CJene")  Tunney  who  is 
to  tell  about  the  history  ol  the  heavyweight 
championship  title  in  recent  years.  Mr.  Tun- 
ney has  motion  pictures  of  many  of  the  de- 
cisive ring  batdes  and  his  comments  are 
based  on  long  experience  and  intimate 
knowledge. 

THE  GIFT  SHOP 

Christmas  is  just  around  the  corner.  So 
is  the  CJift  Shop.  Stop  and  see  the  display. 
Gifts  of  all  kinds  and  to  suit  all  pocketbooks. 
Novelties  of  all  kinds.  You  are  most  cordial- 
ly invited  to  come  and  inspect  the  shop. 

If  you  do  not  see  what  you  want,  ask  lor 

it. 

Service  with  a  smile,  is  still  the  Slogan  of 
the  Gift  Shop. 

Remember  when  you  patronize  the  Hos- 
pital Glh  Shop,  you  are  doing  your  part  in 
helping  a  worthy  cause.  The  poor  and  the 
sick,  and  the  destitute.  You  are  furnishing 
funds  to  enable  the  Social  Service  Committee 
to  carry  on  its  works. 

Shop  early.  Buy  at  your  shop. 
(Jilts  for  all,  at  the  (Jift  Shop. 

NOTICE 


The  Bulletin  has  been  informed  that  Mr. 
James  Mazzochi  has  opened  a  shoe-repairing 
shop  at  434  East  Seventieth  Street. 

In  other  words  "Jimmie",  known  to  hun- 
dreds of  members  of  the  Staff  has  gone  into 
business  for  himself  after  long  service  in  the 
Hospital.  "Jimmie"  first  took  the  collective 
boots  and  shoes  of  the  New  York  Hospital 
under  his  care  in  1929  when  the  institution 
was  located  on  West  Fifteenth  and  Sixteenth 
Streets.  When  the  present  buildings  were 
opened  he  moved  up  with  the  rest  of  the 
staff,  making  his  daily  pilgrimages  from  of- 
fice to  office  and  from  laboratory  to  labora- 
tory. The  good  wishes  of  all  who  knew  him 
will  follow  him  in  his  new  venture. 


THE  UNITED  HOSPITAL  FUND 

During  the  1955  campaign  of  the  United 
Hospital  Fund,  no  attempt  at  formal  solicita- 
tion of  the  personnel  of  this  I  lospital  was 
made.  1  he  same  {X)licy  will  be  followed 
(luring  the  1936  cam|)aign. 

A  committee  has  been  formed  under  the 
(;hairnianshi|)  of  Mr.  Walter  J.  Nichols,  As- 
sistant to  the  Treasurer,  to  receive  such  con- 
tributions as  individuals  may  wish  to  make. 
The  names  of  members  of  the  Committee 
will  be  announced  shortly. 

Department  heads  and  supervisors  may  re- 
ceive contributions  and  will  forward  them 
to  Mr.  Nichols.  All  contributions,  however 
small,  will  be  gladly  accepted. 


DINING  ROOMS  AND  CAFETERIAS 

'I'he  variou.s  dining  rooms  and  cafe- 
terias of  the  Hospital  arc  open  at  the 
following  hours: 

East  Dining  Room 


9:15  a.m. 
1  :30  p.m. 
7:00  p.m. 
1 :30  a.m. 


P.reakfast  6:30 

Luncheon  11  :1 5 

Dinner  5 :00 

Night  Supper  11:15 
Garden  Dining  Room 

Breakfast  6:25  —  8:30  a.m. 

Luncheon  12:00  —  1:30  p.m. 

Dinner  5:45  —  7:30  p.m. 

College  Dining  Room 

Luncheon  1 1  :30  —  2  :00  p.m. 

O.  P.  D.  Lunch  Room 

9:00  a.m  —  4:00  p.m. 
North  Dining  Room 

P.reakfast  6:15  —  8:30  a.m. 

Luncheon  1 1  :00  — •  1  :45  p.m. 

Dinner  4:45  —  6:30  p.m. 

Guest  Dining  Room  -  14th  Floor 

Luncheon  12:00  —  2:00  p.m. 

Dinner  6.00  —  7:30  p.m. 

Staff  Dining  Room 

Luncheon  12:00  —  1  :30  p.m. 

Dinner  5:45  —  7:00  p.m. 

Nurses  Residence 

Breakfa.st  6:30  —  8:30  a.m. 

luncheon  12:00  — -  1:30  p.m. 

Dinner  5  :45  —  7  :30  p.m. 


DISTRIBUTION 

The  Bulletin  is  distributed  from  the 
following  points:  the  Dining  Rooms  and 
Cafeterias  (not  including  the  O.  P.  D. 
Lunch  Counter)  ;  the  Nurses  Residence 
Lobby;  the  Hospital  Gift  Shop:  the 
Doctors  Cloak  Room,  F-129;  the  Payne 
Whitney  Psychiatric  Clinic ;  Blooming- 
dale  Llospital. 
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TELEPHONE  DIRECTORY 

A  revised  edition  ot  the  Hospital  Tele- 
phone Directory  has  recently  been  issued  by 
the  Administration,  embodying  all  changes 
which  had  taken  place  up  to  the  time  ot" 
going  to  press.  While  the  format  remains 
substantially  unchanged,  the  hrst  tew  pages 
devoted  to  information  are  staggered,  ren- 
dering their  contents  more  readily  accessible. 
The  Resident  Stall',  formerly  in  the  back  of 
the  book,  is  now  placed  in  the  front. 

While  every  care  has  been  taken  by  the 
Administration  to  avoid  errors  in  the  list- 
ings, it  is  possible  that  inaccuracies  may  have 
occurred  here  and  there.  Notification  of  such 
errors  should  be  sent  to  the  office  of  Dr.  R. 
Roger  Hannon,  Superintendent,  H-121. 

Additional  fillers  may  be  secured  on  regu- 
lar requisition  from  the  office  of  Mr.  F.  A. 
Sharp.  Comptroller,  H-iio.  Mr.  Sharp  also 
states  that  he  has  on  haml  a  limited  number 
of  leatherette  covers  which  may  be  obtained 
on  requisition. 

.a  the  request  of  the  Administration,  the 
rollowmg  description  of  the  Telephone  Serv- 
ice, which  appeared  in  the  Bulletin  of  May, 
1936  is  reprinted  below. 

TELEPHONE  SERVICE 

The  Administration  in  cooperation  with 
our  Telephone  Department  and  the  Tele- 
phone Company  of  New  York  City  are  mak- 
ing every  effort  to  improve  the  telephone 
service  in  the  Hospital. 

In  order  to  do  this,  we  are  asking  the  aid 
of  everyone  who  has  occasion  to  use  the 
telephone.  When  there  has  been  any  trouble 
or  inconvenience  in  making  a  call  or  in  re- 
ceiving one  it  would  help  us  if  immediate 
information  were  given  to  the  Administra- 
tive Office. 

This  information  should  state  the  day,  the 
time  of  day,  and  the  nature  of  the  com- 
plaint. If  a  note  is  made  of  these  matters  with 
this  definite  information  each  complaint  can 
be  traced  down  to  find  its  cause  and  !t  will 
therefore  be  more  easy  to  bring  about  im- 
provement. 

It  has  already  been  found  that  some  of 
the  causes  of  trouble  are  due  to  a  lack  of 
clear  understanding  of  the  proper  methods 
of  using  the  dial  'phone,  switching  calls, 
etc.  We  are  re-printing  the  instructions  for 
the  use  of  the  dial  telephone  so  that  these 
may  be  available  to  those  who  care  to  refer 
to  them. 


INSTRUCTIONS  FOR  THE 

USE  OF  DIAL  TELEPHONES 
Method  of  Maying  Calls 

1.  To  make  a  call,  remove  the  receiver  from 

the  hook  and  listen  for  a  dial  tone. 

2.  Do  not  move  the  receiver  hook  while 

waiting  for  a  dial  number  to  answer. 


3.  Likewise,  do  not  flash  on  a  connection 

you  have  established  by  dialing  a  num- 
ber. On  connections  established  by  the 
attendant,  however,  you  may  recall 
the  attendant  by  flashing. 

4.  Hold  the  receiver  hook  down  for  a  few 

seconds  before  making  another  call. 

5.  V ni  cstrictcd  Extensions 

Unrestricted  extensions  will  be  desig- 
nated by  a  bull-colored  number  plate 
card  on  the  telephone  instrument,  with 
the  statement,  "For  interior  calls.  For 
outside  calls,  dial  attendant."  These 
extensions  may  be  used  to  dial  any 
number  listed  in  this  directory,  and 
also  for  dialing  the  figure  "O"  in  or- 
der to  reach  the  attendant  to  call  out- 
side numbers. 

6.  Restricted  Extensions 

Restricted  extensions  will  be  designated 
by  a  green-colored  number  plate  card 
on  a  telephone  instrument,  with  the 
statement,  'Tor  interior  calls  only." 
These  extensions  can  be  used  to  dial 
any  number  listed  in  this  directory, 
but  can  not  be  used  to  reach  the  at- 
tendants at  the  main  switchboard. 

7.  Calls  for  Extensions 

Dial  the  extension  number.  If  the  num- 
ber is  not  in  this  directory,  dial  the 
information  desk,  extension  301,  and 
obtain  from  the  information  clerk  the 
extension  number  of  the  party  desired. 

8.  Calls  for  The  Attendant  at  The  Stvitch- 
Board 

Dial  the  figure  "O"  to  reach  the  at- 
tendant for  assistance,  verifications,  re- 
porting telephone  out  of  order,  etc. 

9.  New  Yor{  City  Calls  and  Station-To- 
Sation  Out-of-Town  Calls 

Dial  the  figure  "O"  and  give  the  num- 
ber to  the  attendant.  If  you  do  not 
know  the  number  and  the  party  is 
located  in  Manhattan,  look  it  up  in 
the  Manhattan  directory,  otherwise  ob- 
tain it  from  information.  Do  not  call 
Information  for  a  long  distance  point. 
Give  details  to  operator. 

Person-to-Person  Out-of-Town  Calls 

Dial  the  figure  "O"  and  give  details 
of  the  call,  including  the  number,  if 
possible,  to  the  attendant. 

General  Instructions 

10.  Speak  directly  into  the  transmitter,  enun- 

ciating distincdy  in  a  moderate  tone. 

11.  Courtesy,  a  pleasant  tone  of  voice,  and 

close  attention  to  the  matter  in  hand 
build  goodwill.  Abruptness,  surliness, 
and  indifference  create  a  bad  impres- 
sion. 


12.  Answer  your  telephone  by  giving  the 

name  of  your  department  and  your 
name.  For  Example,  "Ward  4,  Miss 
Jones  speaking."  When  you  leave  your 
office,  make  arrangements  for  some 
one  to  answer  your  telephone  prompt- 
ly in  your  absence. 

13.  When  answering  another  person's  tele- 

phone, give  his  name;  for  example, 
"Dr.  Smith's  telephone,  Miss  Jones 
speaking." 

Doctors'  Call  System 

14.  To  have  a  person  paged  over  the  doc- 

tors' call  system,  dial  the  information 
desk,  extension  301,  and  make  your 
request  to  the  information  clerk  who 
answers,  giving  her  your  name  and  ex- 
tension number. 

If  you  hear  your  name  announced 
through  the  broadcasting  system,  go  to 
the  nearest  telephone  and  dial  the  in- 
formation desk,  extension  301.  Tell 
the  information  clerk  who  you  are 
and  the  extension  from  which  you  are 
calling.  She  will  either  arrange  to  have 
the  call  transferred  to  the  extension 
from  which  you  are  speaking  or  have 
the  message  delivered  to  you. 

Calls  to  the  Nurses'  Residence 

15.  To  call  a  person  in  the  nurses'  residence 

not  listed  in  this  directory,  dial  the 
information  desk,  extension  301,  and 
make  your  request  to  the  information 
clerk  who  answers.  Proceed  in  accord- 
ance with  the  instructions  given  by 
the  information  clerk. 


No  Smoking 

On  the  recommendation  of  the  Medi- 
cal Board,  the  Board  of  Governors  has 
ruled  that  no  smoking  by  hospital  staff 
or  hospital  employees  will  be  permitted 
in  corridors,  elevators,  pavilions,  autopsy 
rooms,  or  operating  rooms. 

The  cooperation  of  all  the  personnel 
in  the  hospital  organization  is  requested 
in  seeing  to  it  that  this  ruling  is  strictly 
observed. 


EXTRA  COPIES 

Those  wishing  extra  copies  of  the 
Bulletin  may  obtain  them  by  applying  at 
the  office  of  the  Secretary,  G-HL 


